AD HOC COMMITTEE
ADAMS COUNTY PERSONNEL/GENERAL ADMINISTRATIVE POLICIES
June 23, 2009 - 3:00 p.m. — Room A 260

Meeting called to order by Chairman James with Ward, Sumpter and England. Excused
was West. Also present was Barb Petkovsek, AC/DOF. Excused were Jack Albert and
Cindy Phillippi.

The meeting was properly noticed.

Motion by Sumpter/England to approve the agenda. Motion carried by unanimous voice
vote.

Motion by England/Sumpter to approve the minutes from the June 9™ meeting. Motion
carried by unanimous voice vote.

Section 8.04, Department Head Orientation and Section 13.01, Volunteer Service Policy
were approved as handed out at the last meeting.

Also approved was the draft for the new hires and refilling positions.

Barb received information regarding comp time and when it must be reported to WRS.
According to the information, unused compensatory time converted to pay is only
reportable to the year in which it was earned.

Chris Murphy had sent comments on Chapter 6 regarding vacations and who
department heads notify when they are going to be gone. The Committee will be
addressing both of these items.

Section 7, page 42, line 51 — Enrollment forms are available in the AC/DOF Ceunty
Clerk’s-Offiee, or you can go to the above website to enroll.

10.02 Any employee who is absent from work due to work-related illness or injury,
which absence is of sufficient duration to result in payment of Workers” Compensation
shall be paid per Wisconsin State Statutes.

A Raoacaivioe thao \Ao arc’ Campancatinon-bane 1
T 7 AR v, oo v, a




Chapter Six — Leaves of Absence
Section 1 — Vacation




Chapter Six
Section 1 — Vacation

1.01 This vacation schedule applies to all non-represented employees.
e Vacation accruals begin on the day of hire for all eligible employees.
e The maximum amount of accrued vacation hours in an employee’s bank at
any one time may not exceed 200 hours.
e Regular part-time employees shall be eligible for paid vacation according to
the following accrual schedule on all hours worked up to 80 hours in a two
week pay period.

Years of Service

Prorated Vacation Hours per Year

Vacation accrued per work hour

0-6 80 Hours .0384 hrs
7-12 120 Hours .0577 hrs
13-19 160 Hours .0769 hrs
20+ 200 Hours .0962 hrs

¢ Full time employees shall accrue vacation based on the following schedule:

Years of Service

Vacation accrued per Year

Vacation accrued per pay period

0-6

80 Hours

3.077 hrs

7-12 120 Hours 4.616 hrs
13-19 160 Hours 6.154 hrs
20+ 200 Hours 7.693 hrs

+ Newly appointed, non-represented employees with seven (7) or more years
of qualifying experience may be placed at the 120 hour level. Qualifying
experience to be determined by the Personnel Director.

1.02 Vacation time will be accrued and be available for use on a bi-weekly basis.
Vacation may not be taken without prior approval of the Department Head or
their designee.

1.03 An employee who moves from one position to another in the County by transfer,
promotion or reassignment shall be credited with accumulated vacation leave in
the new position.




1.04 Employees whose employment terminates as a result of resignation (where such
employees have given the employer a minimum of ten (10) working days
advance notice of resignation) layoff, death or retirement shall be paid for
unused earned vacation. In case of death of an employeeg, it shall be paid to the
immediate survivor, or if no immediate survivor, to the estate of the employee.

Section 2 — Holidays and Floating Holidays

Section 3 — Sick Leave

3.04 Eligibility. B. In no case will payment be made for accrued sick leave time as a
vested right except, as used while an employee, for bona fide sick leave purpose.
For employees claiming sick leave of more than three (3) days, the County shall

reqwre a doctor S afﬁdawt of the employee S |IIness ?hs—s—eet—w&hstaﬂéﬂg—at

3.06 Upon layoff, transfer, retirement, resignation, or death (providing the resigning
employee has given the County a minimum of ten (10) working days advance
notice of such resignation), ertermination-exceptfer-eause an employee shall
receive, as a severance bonus, fifty percent (50%) of the sick leave accumulation
he has in cash payout, not to exceed thirty (30) work days. Employees having
fifteen (15) or more years of service with the County shall receive as their



severance bonus payment of seventy five percent (75%) of the sick leave days
he has accumulated, not to exceed sixty seven (67) workdays. If an employee
fails to give a minimum of ten (10) working days advance notice of resignation,
they shall receive no pay out of sick leave accrued.

Section 4 — Personal Leave

4.03 An employee whose leave is longer then feurteen{14) fifteen (15) calendar
days, may elect to continue with the insurance program provided the employee
pays the full insurance prem|um in advance of their Ieave of absence

Section 5 — Unemployment Compensation

5.01 Employees are eligible for unemployment compensation benefits in accordance
with the laws of the State of Wisconsin. Fhereisnot-costto-the-employee: All
unemployment compensation information shall be provided by the Personnel
Director.

Section 8 — Bereavement Leave

8.01 In the event of a death in the immediate family or your spouse’s immediate
family of a regular full time or regular part time employee, including probationary
employees, such employee will be paid for the time off necessary to make
arrangements for the funeral or to attend a funeral as provided in this Section.
An employee may be required to furnish verification providing the basis for the
leave. All bereavement leave shall be taken within a week of the funeral.

Section 9 — Catastrophic Leave

9.04 Employees who wish to apply for Catastrophic Leave shall complete a
Catastrophic Leave Application. Once completed, the form shall be submitted to
the Personnel Bepartment Director for approval by-thePersonnel-Birector:
Once approved, the form will be provided to the Ceunty-Clerk’s-Office- AC/DOF,
which will make a written announcement or solicitation for donations. The
announcement shall be placed on all official county bulletin boards for a period of
ten (10) workdays.

In 9.05 and 9.06 replace County Clerk’s Office with AC/DOF.



Section 11 — Jury Duty Leave

11.01 During any period of jury service, the employee will receive pay from the County
equal to his regular hours of service, not to exceed his normally scheduled hours
for the day. All compensation fees received for jury duty by the employee shall

be glven to the County Treasurer Whe—w#l—eaeh—the—eheelere&n—the—pemen—ef

Section 12 — Subpoena Leave

12.01 An employee is given time off with pay when subpoenaed by the County to
appear before a court, public body or commission in connection with County business.
Any W|tness fees received, Iess travel aIIowance are returned to the County Treasurer.

Section 13 — Department Head Time Off

13.01 Department Heads who will be out of the area, or are unavailable at their home
phone for three (3) or more days, shall contact the Personnel Director, Chair of their
Home Committee and the AC/DOF in writing, or by e-mail, to inform them of the
dates the Department Head will be out of the area, the phone number where they can
be reached, cell phone or pager number if available, and the name and phone number
of the person responsible for the Department in their absence.

Chapter 7 — Employee Discipline and Discharge

2.02

C. Third (3™) offense — Suspension/Demotion. The employee may be suspended with
or without pay, or demoted, by the Department Head, upon prior approval by the
AC/DOF and Personnel Director. The Personnel Bepartment Director will send a
letter to the suspended or demoted employee, notifying them of the action taken and
place a copy of the letter in the employee’s personnel file.

D. Fourth (4™) or additional, offense — Termination. The employee may be terminated
by the Department Head upon prior approval by the AD/DOF and the Personnel
Director. The Personnel Bepartment Director will send a letter to the terminated
employee notifying them of the action taken and place a copy of the letter in his official
personnel file. The Personnel Director shall notify the Chair of the Home Committee of
the termination. The Personnel Director will inform the Executive Committee of
terminations.



2.04 Suspension Pending Outcome of Disciplinary Investigation. If the alleged
violation so seriously undermines the confidence of the County in the employee’s ability
to perform their duties, the AC/DOF and the Personnel Director may approve
suspension of the employee with pay until the investigation is complete and the
employee has an opportunity to respond to the allegations. As part of the disciplinary
process, an employee’s performance may be reviewed periodically as set forth in a
written performance improvement plan approved by the Personnel Director.

2.06 Enhancements/Alternatives to Formal Disciplinary Action. Depending upon the
facts of an investigation and analysis of an employee’s inadequate performance or
behavior, alternative corrective action might be taken. This could include

Support, training, coaching/counseling, performance improvement plan, or
reassignment.




2.07 Department Head Discipline Unless Wisconsin Statutes directs otherwise, in
situations involving Department Heads, the AC/DOF in conjunction with the Personnel
Director shall administer the disciplinary procedures as outlined in this Section, or
§59.26, Wisconsin Statutes. The AC/DOF shall notify the Home Committee Chair, the
Executive Committee Chair, and County Board Chair of any disciplinary action taken in
regard to a Department Head.

Barb should rewrite 2.07 and 2.08 and bring to the next meeting.
Section 4 — Resignations & Terminations.

4.01 Resignation Notice. Employees wishing to resign in good standing shall give
written notice to the Personnel Director and Department Head not less than ten (10)
business days before such resignation shall be effective. Department Heads
supervisors, managers, and professional employees shall give thirty (30) calendar days
resignation notice. Department Heads shall give written notice to the AC/DOF
Personnel Director with as copy to the AC/DOF Persennel-Birecter-and the Home
Committee Chair. When the resignation is received, the Department Head shall
complete the Resignation Notice and return it to the Personnel Director. When a
resignation notice is received, it shall be accepted by the Department Head and shall be

final unless reversed by the and the AC/DOF. Sherternoticemay-beaccepted-ifagreed
to-by-the-employeeDepartment-Headand-the-AC/DOF: Failure to give at least ten

(10) eatendar business days notice of resignation shall cause forfeiture of fringe
benefits otherwise available to the employee including, but not limited to, accrued
vacation, sick leave and floating holidays. If proper notice is given, resignation pay
consisting of all accrued vacation and eligible sick leave will be included in the last
check of the employee. Unauthorized absence of an employee for three (3) consecutive
workdays may be considered a resignation of such employee.

4.02 Notification of Termination/Resignation. The Department Head shall notify the
Personnel Director in writing as soon as he learns that an employee is leaving. The
Personnel Director shall be responsible for notifying the AC/DOF ard-Ceunty-Clerk’s
Offiee in writing of the employee’s resignation/termination withinferty-eight{48)-heurs
two (2) work days. The MIS Director shall be notified immediately, in order to
remove access to County computers and systems.

4.03 Payout. Employees who resign, retire, or are discharged shall be paid in full by
no later than the date on which the employee regularly would have been paid under the
County’s established payroll schedule. In case of the death of an employee, the full
amount of wages due shall;uper-demand; be paid to the spouse, children, or other
dependent living with such employee at the time of the death.

4.04 Exit Interview. An Exit Interview may shall be conducted;~when-pessible; with
an full time employees who are separating from County employment regardless of
their length of service, position or circumstances of separation. The Personnel Director



shall ;erautherized-desigheemay-conduct an Exit Interview prior to the time the

employee separates from County employment. The Exit Interview is used to gain
insight into the effectiveness of County personnel and managerial practices, to
determine where policies and procedures are in need of review or revision, and where
supervisory or managerial practices need modification or improvement. Employees are
requested to complete the Exit Interview Form and return it to the Personnel Director.

We need to create a Exit Interview Form.

4.05 Return of County Property. Employees leaving County employment shall return
all any identification cards, keys to all ary County property, all ary materials and
equipment that belongs to the County Alerg-with-the-employee’s-copy-of-the-Persennel
and-General-AdministrativePolicies to the Department Head on or before the last day of
work. Failure to return County property may result in prosecution. Any employees
transferring from one (1) County department to another shall return all keys, material
and equipment to the Department Head prior to beginning the new position.

Section 5 — Layoffs

5.01 Layoffs. Employees may be laid off by action of the Department Head with the
approval of the AC/DOF and the Personnel Director. In reducing personnel,
seniority shall be considered, but may not necessarily be the determining factor in a
layoff, depending on the needs of the Department and the various abilities of the
employees.

A. The layoff may be temporary or permanent. However, no regular employee shall be
laid off while temporary employees in the same classification are still employed. Layoffs
shall be determined and approved by the AC/DOF and the Personnel Director before
they are implemented.

E. Laid off employees shall be notified in writing for a period of one (1) calendar year
of any vacancies with the County and shall be required to apply for any position that
they would like to be considered for and meet the minimum qualifications.

Respectfully submitted,

Bev Ward, Acting Secretary



